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Introduction
 The purpose of this repost is to reflect on my experience as student at UWTSD using Gibbs’ method. I will speak about Academic and Employability skills like time management, academic writing, paraphrasing, public speaking. I am going to write about how was changed my beliefs and knowledges during this course. I had little online studies experience before, but this time is well organised, and I want to reflect on my online studies at this university and in studied module.  
Description
  I am student at UWTSD and I study course Certificate in Higher Education: Skills for the Workplace. When I started learning in this course, I did not know much about it, but I was determined to learn as much as possible from here and continue my studies to become a successful manager. 
In the first term I have two modules but in this report I would like to talk about one of them that is Academic and Employability Skills. On the first day I met the teacher and colleagues, I was excited to meet them. However, from day one I started learning new things, for example: Time management skills. I managed my time well before but at this lesson I learned definition, Eisenhower Method, Pareto Rules and watched some videos. I think these new knowledges helped me to improve my time management skill. Some vocabulary like word ‘Procrastination’ and other words were new to me, but immediately after the lesson I looked for information on the internet to better understand everything I studied.
In the second week I learned Academic Writing. I consider that for me, as a speaker of another language this skill is one of the most important. In this lesson we learned sentence structure, paragraph structure, vocabulary and linking words. I also watched some videos where were explained in more detail and in depth about how to formulate a correct grammatical sentence, the structure of a paragraph and how to use some words correctly.
Moreover, in the following weeks I learned how to paraphrase correctly and summarize a text. I watched some videos after that I practiced a little, I tried to paraphrase a few sentences and summarize a text. It is obvious that I had mistaken but I understood better how it is correct. I understood that is important to know how to paraphrase because in this way we can say in our own words some information read or heard. After the lesson to better memorize the information, I tried to paraphrase a few sentences and then I tried to summarize that text.
Public speaking is a fear for me. In the sixth week I learned some tips on how to speak correctly, strong, calm, and how to deliver information. I watched some videos in class with the speeches of some famous people with a different way of speaking, transmitting emotions and information like Emma Watson, Barack Obama, Megan Markle and other. I think all this people are good speakers, and I try to learn from them, their methods of delivery information.


Feelings
The day I found out that I was admitted to university I was quite excited, but on the first day, after I met my colleagues and teachers, this stress and emotions passed. I started to be curious and full of desire to accumulate knowledge. It was something new for me and at first it seemed quite difficult, especially when I found out that the knowledge gained must be applied in the assessment.
 I am generally a very responsible person and I save my time very well, but when I learned some methods and tips on how to do it even better, I felt more confident in my abilities. I felt that this knowledge would help me to be a better worker in the future and that would help me to grow in my career.
Before being admitted to this course, I took two English courses but there I learned more grammar and vocabulary. When I started learning academic writing I understood that it is more difficult than what I learned until then, but obviously very important. Even though I felt insecure, practicing, I started to feel more secure and I think my knowledge is only improving.
When I was told we were going to have to do a PowerPoint presentation, I started to get nervous because of my fear of public speaking. Even in class, when I must speak in front of my colleagues, I feel a little stressed. Although I have this fear, I think that by practicing it I will overcome this fear.
Evaluation
    In hindsight, online studies have both good and bad elements. Even if I consider that the studies in the university rooms are better and efficient, there are also good parts in this experience. One of the good parts is that I learned to use some technologies, because it is very important in the time we live to know as many technologies as possible, but on the other hand sometimes I would like to talk to the teacher and ask him some things that I do not understand because we are online and there are many of us, I do not always have the opportunity.
     I consider that I have been given enough information, the program is quite good. The lecturers do their job professional and with patience, they always explain all the information to us in detail and they answer our questions. In addition, I like that we can watch some videos from where we can get a lot of useful information. Moreover, we have attached some additional information.
     If I were to answer the question of how I would like to learn online or going to university, I would choose the second option, but I like the experience of learning online. I believe that any new experience is beneficial and will help me in the future. For instance, public speaking and time management skills are very necessary for me as a future manager and I think is very good that I have opportunity to learn how to do it better. Also, academic writing is important because a manager need to write some reports and is important to write them correct. I Belief that all knowledges gained at this course are good for my future career as a manager. 
Analysis
I believe that is important to learn all life and skills learned at this course are very useful. For example, time management skills help me in my private life and at work. I started using ‘Pareto Principle’ which I studied on this module. I make a list of activities and mark the urgent ones, because this rule suggests that 20% of your activities will represent 80% of your results. And I learned not to waste time on small and unimportant things. I chose to do the urgent and important first and then the other activities (Tracy, 2001-2020). 
    I believe that knowing the language of the country where you live is vital and shows respect for the natives of this country. But it is important not only to know the language, but also to be able to speak and write it correctly, especially if you want to have a job here. Academic writing skills helped me to know grammar better and how to write correctly, especially practising on assignment, because I needed to read, paraphrase, summarize and write quite a lot. In the end, I realized that my skills had significantly improved compared to how I was in the beginning.
   Public speaking is a very useful skill for any manager and in life. As a future manager I will need to speak in staff meetings, developing a marketing plan for potential customers, motivate team and other. In private life also is important to have public speaking skill to look more confident and to be social active as I watched some videos with famous people and they are very confident. Moreover, that skill could help me in a lot of situation like interviews, meeting new persons, and sure in team working for speak to staff and solve some problems. 
Fear of the stage is a common obstacle for even the most confident speaker, public speaking experts (Haughton, 2016). Until I firstly learned about public speaking, I knew I should be self-confident and positive, but in this course and from the sources I accessed, I learned more tips. For instance, body language, delivery and voice are also very important, but I understood that exist ways to improve these and looking back I understand that public speaking is not so terrible how I think, but with practice we can improve it (Cuncic, 2020). Making presentations and presenting them in front of the group and then asking for feedback also could give you more confidence. I believe that I will be able to improve this ability by practising and in final of this course I will perform better. 
I believe that time management, academic writing, paraphrasing, public speaking skills that I studied this module are useful for me but I also understood that I need to apply and improve them. Moreover, if I looked back I understand that during this course I learned these skills and now I feel much more confident than before.
Conclusion

I feel that I have become friends with my colleagues and my teacher. I can understand that all people are a little nervous and stressed to learn online because of pandemic like me, but together we can overcome this period. Online studies during the pandemic can give us an experience that we may never have had and we must cherish these moments and acquire as much knowledge as possible. In addition, I use various new technologies, which I did not know and use until now, but even if I did not understand everything in class I learned and practiced after class because all these are useful for our future career. In technologies’ century is important to know how to use them at workplace and it will be an advantage that we have already studied them in this course.
 Although I would prefer to study in classroom, I think this experience is very useful for me. I learned to be more patience and to study even sometimes I am not very happy with this situation. I understood that we will not always be in comfortable and pleasant conditions, and sometimes we will have to adjust to any circumstances. I believe this will help me be more perseverant and patient in my future job.
Action plan
  In the future, I aim to be more active and persistent. Even though online studies are difficult sometimes and it is not easy to focus on what you do. If I were to repeat this experience, I would try to focus more on what I need to learn, I would listen carefully to any information and I would learn more in my free time.  I am going to improve all the skills I have learned and apply them to a job in the field I want. For example, I know I have good time management, but it is important to find a job where I can apply all the knowledge I have gained and ask for feedback to further improve this skill. I would also like to apply public speaking skills. I want to get involved in some activities in which I should speak in public even if I am afraid.
It would be a little said that it is important to study academic writing better, because I believe that each person must be able to write his thoughts correctly on the paper or to relate some information. So, I concluded that during this course and in general, I should develop myself at any time and I will focus on this skill in the future. I plan to read more to enrich my vocabulary with new words and I am convinced that this will help me improve my level of academic writing. Also, I downloaded some applications where I can paraphrase and summarize some texts. I believe that by practicing I will reach the desired level, which will help me in my future career.
Conclusion
To summarize, I would like to say that any new experience for me is a challenge. Even if sometimes I am stressed by something new over time I realize that the moment I relax, I start to learn better and learn more information. Of course, most of the information and skills I learned in this course are new to me, but I always try to look for additional information and practice in my free time to memorize better. For example, skills which I studied on this module like time management. I knew how to save my free time very well, but in this course I learned how to apply some methods of time management at work. Academic writing will help me to write reports at my future job and public speaking skill to communicate more efficient and delivery information on meetings. I think all these skills will help me to become a good manager and to grow in career.
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